APPENDIX  B
2.  Both parties should place items on the agenda, with, the
emphasis on constructive ideas rather than grievances.
3.  The chairman should spend ample time in preparation for
the meeting and should make, early in each meeting, a
fairly complete report on any special aspects of company
progress.    Frequently he should get other management
representatives  present  to  give  a  report  on  their  own
specialized activities.
4.  A good plan is to go round the table after the review
and request comment from each member.   It tends to avoid
the dialogue that sometimes operates between the chair-
man and one talkative or influential member.
5.  When items are placed on the agenda the name of the
person putting forward the item to be publicized against it.
This, in my experience, tends to avoid every item being
introduced by the same person.    It spreads responsibility
and avoids building up one person at the expense of others.
6.  Management representatives are likely to be judged even
more  critically  than  normally  by  their  promptness  in
dealing with joint committee problems.
7.  A reasonable representation of management representa-
tives should be on the joint committee.    It should not be
merely representative of top management and the workers
with junior supervision starved out.    The latter can get
valuable experience from it, even as observers.
8.  Managers should realize that the joint committee meeting
provides a good platform for the dissemination of informa-
tion.    It is desirable to point out in such cases that the
matter is being brought forward "as information.35    Such
examples are holiday notices, and company activities.
9.  Specialized subjects like  canteen,   A.R*P.,   health,   etc.,
should be dealt with by sub-committees.    This broadens
the outlook of members, increases their "group" responsi-
bilities, and saves the time of the main committee.   It also
gives  opportunity  to  "co-opf5  management  and  other
representatives  who,  while  not members   of   the joint
committee, are thought worthy of special claim to know-
ledge or ability.   This is a good way to give partial satis-
faction to those mentioned on page 160.
10. Such sub-committees should have authority to appoint
their own chairman. Don't appoint the sub-committee
chairman at the main meeting. It might raise controversy